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A

PHYSI CAL | NVENTORI ES AND AUDI TS

| nventories are used to check the physical |ocation of

obj ects and/ or speci mens and accuracy of the recorded catal og
record information. Cataloging all nuseum property provides
a 100% baseline inventory. To maintain the integrity of this
basel ine inventory, an annual inventory of all controlled
museum property and a random sanpl e inventory of the
remai ni ng catal oged nuseum property is required. If a unit
has not conpl eted catal oging, a random sanpl e i nventory by
uncat al oged accessions is required. To conplete the

i nventory requirenment collections nust, at a mninmm be
accessi oned.

1. Annual Collection |Inventory

The annual inventory assists nuseum property managers and
responsi ble officials in identifying and correcting
accountability problens that are specific to nuseum
property or systematic in nature.

The annual collection inventory consists of the follow ng
segment s:

I 100%inventory for all controlled nmuseum property
[410 DM 114-60. 100(bb) and 411 DM 3.4A(1)];

I A random sanple inventory of all other catal oged
museum property, unless the collection has fewer
t han 250 cat al oged obj ects and/or specinens in
whi ch case a 100% inventory is required [411 DM
3.4A(2)]; and

I 100% i nventory, by accession nunber, of al
accessi oned but as yet uncatal oged nuseum property,
unl ess the collection has 250 or nore uncat al oged
accessions in which case a random sanpl e may be
used [411 DM 3.4A(3)].

2. | nventory Reports

Al units will need to generate a report for the 100%
inventory of controlled and catal oged nuseum property;
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for inventoried at 100% or by random sanple (see Figure
4.1); and, if needed, for the inventory of accessioned
but uncat al oged nuseum property (see Figure 4.2).

Bur eaus must establish specific procedures and nmake the
annual call for these reports, and nust certify that the
i nventories have been conducted. The inventory reports
devel oped by the bureaus nust neet the follow ng

requi renents:

a. Inventory of Miuseum Property (Controll ed)

Control |l ed museum property is all property val ued
above a nonetary anount to be determ ned by the
bureau, or property that is especially vulnerable to
theft, loss, or damage, such as certain objects

and/ or specinens on exhibit. Short-termincom ng

| oans, described in Chapter 5, are considered
controll ed property for inventory purposes, and
require 100% i nventory.

Al'l controlled property that has been catal oged nust
be inventoried on a 100% basis. The inventory nust
verify the presence or absence of the object or

speci nen and the catal og record, confirmthat the

obj ect or specinen |ocation and other data on the
catal og record are conplete and correct, and note any
substantive change in the condition of the object or
specinen since it was |last inventoried.

Al'l controlled nuseum property will be accessi oned
and catal oged with the exception of short term
incom ng | oans. The catalog record nust indicate if
the nmuseum property is controlled. The bureau' s or
unit's Scope of Collection Statenent, optional Miseum
Property Conmittee, curatorial staff, and the
designated authority should determ ne the standards
for designating controlled property.

b. Inventory of Museum Property (Random Sanpl e)
In lieu of a 100%inventory of all other catal oged

museum property, bureaus nay establish procedures to
conplete a random sanple inventory of all catal oged
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(non-control |l ed) nmuseum property that nunber 250 or
nore itenms. Long-termcuration |oans, and short and
Il ong termoutgoing loans are included in this
inventory. This bureau-approved random sanpl e

i nventory procedure nay be conpleted manually or may
be conputer generated. Figure 4.3 shows the sanple
size needed for statistical validity of the inventory
based on the nunber of catal og records for non-
control |l ed property.

Random sanpling is used in the inventory process to
serve as an indicator of accountability in the entire
collection. That is, if the sanple inventory shows
all objects and/or specinmens accounted for, the
assunption is that all objects and/or specinmens in

t he uni verse sanpl ed are accounted for

The random sanpl e inventory of non-controlled nuseum
property nust verify the presence or absence of the
obj ect or specinmen and the catal og record, confirm
that the object or specinmen |ocation and other data
on the catal og record are conplete and correct, and
note any substantive change in the condition of the
obj ect or specinen since it was |last inventoried.

c. Inventory of Miseum Property (Accessions)

For museum property that has been accessi oned but not
catal oged, a 100% inventory is required if there are
fewer than 250 accessions and a random sanpl e
inventory may be conducted if there are 250 or nore
accessions. Figure 4.3 illustrates the sanple size
needed for the inventory based on the nunber of
accessions. The bureau nust make interim provisions
for inventorying objects and/or specinens by
accessi on nunber until they are catal oged. The
presence of the accession record and its associ ated
objects is verified.

Conducti ng the | nventory

I nventory and random sanpl i ng procedures shoul d be
provi ded by each bureau. |If it is not possible for
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curatorial staff to personally verify the presence of
museum property in an outgoing loan, this information
shoul d be explained on the inventory form If an
outgoing loan is to be renewed, the |ocation and
condition of the objects and/or specinens should be
verified. An exception is that objects and/or specinens
on loan to a bureau repository or unit do not need to be
verified by the unit because the repository should do a
separate annual inventory of its holdings. The unit
shoul d specify on the inventory the name or acronym of
the bureau repository to which the object or specinen is
on out goi ng | oan.

If itenms that are on outgoing |oan to another institution
appear in the randomsanple, a letter should be sent by

t he designated authority requesting verification of the
museum property. Witten verification is not required if
t hese catal og nunbers are randomy selected in the year
the loan was initiated or renewed. The bureau should
establish the time period required for subsequent
verification of catal og nunbers in outgoing |oans
generated by a random sanpl e conducted by mail.

The accountabl e officer appoints a teamof at |east two

i ndividuals to conplete the physical inventory. One of
the two people should be the custodial officer for nuseum
property, or an individual designated by the custodi al

of ficer, who provides expertise in verifying descriptions
and facilitating access to the nuseum property. The
second individual is an inpartial reviewer, who does not
have direct responsibility for the nuseum property being
inventoried. |If insufficient staff is available in the
unit, or in an adjacent unit, the regional or national

of fice may provide assistance. For definitions of
custodi al and accountable officers, refer to the
Departnental Manual, 410 DM 114-60.

Upon review and confirmation of the validity of the
inventory, the team nenbers should sign the inventory and
the custodial officer for nuseum property and the
accountabl e officer should each certify the inventories.
They nmay be submtted to the bureau or designated area

of fice property managenent officer if required.
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Units with sub-units using nore than one series of
approved accession and catal og nunbers will need to
conpl ete a separate annual inventory for each different
series of accession and catal og nunbers.

Bureau centers that are nanaging collections for several
units will need to conplete annual inventories for these
hol di ngs.

The unit should retain inventories for three (3) years.

I n accordance with Departnental property regul ations

[410 DM 114-60], copies of inventories are to be
submtted to the regional or area office property
managenent officer. The conplete inventory should be
retained by that office for three years. |If problens are
identified in the inventory (e.g., |arge nunbers of

| osses), then the conplete inventory for a particular
unit should be retained until the problemis corrected.

Mandatory | nventory Data

The inventory forns and manual and/or automated
procedures devel oped by the bureaus require, at a
mnimum the following data. The follow ng inventory
data refer to an inventory of catal oged nmuseum property.
To apply to nmuseum property that has only been

accessi oned, substitute "accession" for the word

"catal og."

a. VListing of Mandatory Inventory Data
Conpl etion of all data found below is mandatory [411
DM 3.4B]. If information is not avail able "unknown"
or "not applicable" should be indicated.

I Location
I Catal og nunber (or accession nunber as

appropri ate)

I (bject and/ or specinen presence
I Record presence

I Information accuracy

I Condition
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b. Inventory Data Definitions

1)

2)

3)

Locati on

The | ocation of the object or specinen as
recorded on the catalog record [or |ocation
appropriate to the discipline (e.g., for natural
hi story speci nens phyl ogenetic informtion may
inply the storage |ocation)] is conpared with the
actual physical |ocation.

Cat al og Nunber (or accession nunber as
appropri ate)

The catal og nunber on the catal og record (or
accessi on nunber as appropriate) is conpared with
t he nunber on the object or specinmen or its
associ ated tag or | abel.

bj ect or Speci nen Presence

The presence or absence of the object or specinen
is verified. Objects and/or specinens that have
been deaccessi oned and so docunented are
considered to be accounted for inventory

pur poses.

Bef ore indicating absence of an object or

speci nen, the inventory staff should nmake a

t horough search of the storage and exhibit areas,
and ot her areas where the object or specinen

m ght be, and check the outgoing | oan records.
Absence of an object or specinmen nust be
explained. |If loss of the object or specinen has
been reported on a | aw enforcenent report, and/or
a Report of Survey (see Figure 4.4), this is
noted, giving the dates of the reports. The |oss
of a nmuseum obj ect or speci nen nmust be reported
as described in Section C

4:6 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 4 Inventory and O her Special Instructions

4) Record Presence

Verify the presence or absence of the catal og
record corresponding to the nunber.

5) Information Accuracy

Verify that information on the catalog record is
conpl ete and accurate (e.g., descriptive
information such as condition). Explain

i nconpl ete or inaccurate information on the
catal og record.

6) Condition

Condition nust be verified as to whether it has
changed appreciably fromthe condition | ast
noted. Any change in condition is recorded.

After the inventory, update all catal og records
and catalog folders to note all changes in
condition. |If the object or specinen was damaged
t hrough vandalism notification of |aw
enforcenent officials may be required. Such a
report should be completed at the tinme of

di scovery.
B. DOCUMENTI NG MUSEUM PROPERTY LOCATI ON
1. Conpleting the Catal og Record
At the tinme of catal oging, the specific object or
speci nen location is noted on the catal og record
(e.g., building, room storage or exhibit case, and
drawer or shelf). Any changes in the |ocation of nuseum
property should be noted on the catal og record, so that
tracki ng museum property is easily acconplished.
Locations recorded for natural history specinens that are
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stored by phyl ogenetic taxonony may be | ess specific as
the locations within a case or shelving unit are
understood by virtue of their position in the taxonony.

2. Location File and Location Report

Units shoul d generate updated nuseum property | ocation
reports for ready reference. Reports may be maintained
in the exhibit and storage area for ready reference.

Reports consist of a list of objects and/or specinens
organi zed by current location, and then generally in
nuneri cal order by catal og nunber for easy access.
Reports shoul d be regenerated whenever nuseum property is
moved to new | ocations. There may be exceptions in
natural history collections where speci nens may be stored
by taxonom c classification.

3. hj ect and/ or Speci men Tenporary Renoval Slip

| f museum property is tenporarily renoved fromits
assigned | ocation, an object and/or specinen tenporary
removal slip (see exanple in Figure 4.5) is, generally,
left inits place. The slip provides a visual tracking
systemindicating that the nuseum property has been
renoved. The slip is used as a rem nder to staff that an
obj ect or specinen has been deliberately renoved for a
speci fic purpose and durati on.

C. REPORTI NG LGSS OF MUSEUM PROPERTY

This section deals with the actions curatorial staff take
upon di scovering the | oss of nmuseum property. The focus is
on adequate docunentation of the loss and its circunstances
for accountability purposes and for the record. "Loss," in
this instance, is limted to traumatic and total |oss (theft,
destruction, or disappearance) and is not used to refer to

| osses of integrity (breakage, fading, or mldew ng), other
deterioration, or the deliberate deaccessioning of nuseum

property.

4: 8 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 4 Inventory and O her Special Instructions

Actions to Take Upon Di scovering Loss of Miuseum Property

Prevention of |osses is discussed in the Museum Property
Handbook, Volunme |, Chapters 11 and 12. Investigatory
activities should conformto bureau policies and

pr ocedur es.

The curatorial staff may receive |loss reports from house-
keepers, security personnel, office occupants,
interpreters, or others who noticed sonething m ssing
when they made their customary rounds. Losses may al so
be di scovered during the periodic inventory of museum

property.

| medi ately upon notification of a |oss, curatorial staff
shoul d | ocate the pertinent catal og record and nake a
phot ocopy for use during their investigation. Curatorial
staff should also retrieve any avail abl e phot ographic
prints of the m ssing object(s) and/or specinens. Before
calling |l aw enforcenent officials, the area should be
searched to see if the nuseum property has been m spl aced
in a nearby location. |If the staff is unable to |ocate
the m ssing object or specinmen within 24 hours | aw
enforcenent authorities should be contacted. Copies of
catal og records and phot ographs shoul d i nmedi ately be
made avail able, along with a verbal report of the |oss,
to the appropriate | aw enforcenent official responsible
for the security of the museum property coll ection.

The curatorial staff should go to the object or

speci nen's custonmary |ocation with the | aw enforcenent
of ficer or equivalent and, if possible, the person who
reported the loss. Using the copy of the catal og record
and a photograph, if available, they should search the
area again. The catal og record and photograph can aid in
identifying the object or specinen.

If the search of the inmediate area is unsuccessful, the
| aw enforcenent officer or equival ent should conplete a

| aw enforcenent report. This report should indicate that
the m ssing object or specinmen is nuseum property and a
copy of each relevant catal og record should be attached
to the report. All relevant nmuseum property records
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shoul d be nade avail able to appropriate | aw enforcenent
of ficers investigating the | oss.

Copi es of the | aw enforcenent report and of all other
reports relating to the |l oss should be placed in the
accession folder(s) and catal og folder(s) of the m ssing
object(s) or specinmen(s). |If the l|ost property is found,
this change in status is noted in the record for each

obj ect or specinen, along with a statenent of the

ci rcunst ances of the di sappearance and an assessnent of
the condition of the object(s) or specinmen(s) upon
return.

| f the nmuseum property is not recovered or found, the
curatorial staff should initiate the deaccession of the
material within 30 days of the discovery of the |oss.
Deaccessi on (disposal) transactions as a result of |oss
require the conpletion of a Report of Survey (DI-103;
Figure 4.4) and review by a Board of Survey. Procedures
are described in Chapter 6, "Deaccessioning," Section E,
"Loss or Involuntary Destruction.”

Losses of controlled and other property appearing in the
random sanpl e nust be reported on the annual inventory.
Al'l | osses of museum property, regardl ess of val ue, nust
be reported each cal endar year in the "Deaccessions”
Section of the Museum Property Survey Report (411 DM
3.3B(2); see Figure 4.6).

If the inventory of property indicates that a substanti al
| oss has occurred or a significant nunber of itens are
unaccounted for, the designated bureau authority may
require the unit to conplete a full inventory of al
museum property. The Departnent of the Interior

| nspector General may be requested to investigate the

si tuation.

2. Reporting Stolen Miseum Property to Qutside Agencies

The foll ow ng agencies and offices are anong those that
may be notified in the event of a theft or other possibly
crimnal |oss of objects and/or specinens from Departnent
of the Interior nmuseum property collections. Sone of
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t hese agencies and offices are interested only in | osses
of fine arts (e.g., paintings or sculpture), while others
are interested only in |osses of library and histori cal

and/or scientific docunentation. It is a good idea,
however, to report to the appropriate outside agency al
| osses of nmuseum property, library materials, and

hi storical and scientific docunentation. The nore w dely
the loss is reported, the better the chance of its
recovery. These agencies and offices should be notified
only after local |aw enforcement authorities and the
bureau | aw enf orcenent specialist have been notified

(410 DM 114-60.812-2). In sone jurisdictions, the |ocal
police assune the responsibility for reporting crimes to
the FBI and to Interpol. However, unit or bureau office

personnel may have to take the responsibility of
notifying all other agencies and offices.

Agency/ O fice Comment s
National Stolen Art File I I nvestigates theft of
Federal Bureau of cul tural property val ued

| nvestigation over $5000 and suspected of
Headquarters, Laboratory i nterstate conmerce

Di vi si on ! Fine art, gens, and coins
Washi ngton, DC 20535 over $2000
REQUEST ALL | NFORMATI ON I Stolen and recovered
THROUGH THE LOCAL FBI listings conputerized
OFFI CE I Updat ed every six nonths
| NTERPOL- WAshi ngton, D.C. ' Fine art, gens, and
Nat i onal Central Bureau coi ns thought to be
U.S. Departnent of Justice transported internationally
Washi ngton, DC 20630 I Stolen and recovered
(202) 272-8383 listings conputerized

I Publishes "Stolen Property
REQUEST ALL | NFORMATI ON Noti ce" about nonthly, and
THROUGH THE LOCAL POLI CE "12 Most Wanted" to 135
DEPARTMENT countries plus 15
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Commandi ng O ficer

New York City Police Dept.
Speci al Frauds Squad

Rm 1110J

1 Police Plaza

New York, NY 100381497
(212) 374-6910

Art Deal er Associ ation

of Anerican, Inc.
575 Madi son Avenue
New Yor k, NY 10022
(212) 940-8590

| nt ernati onal Foundati on
for Research, Inc.

46 East 70t Street

New York, NY 10021

(212) 879-1789

Speci al Agent in Charge
U. S. Custom Service

P. 0. Box 938

Church St. Station

New York, NY 10008
(212) 566-2910

4:12

addressees in the United
St at es

Fine art, gens, coins,

and manuscripts for the New
York City netropolitan

area

Stolen listings only,
manual |y i ndexed

| nformation from NYC
Pol i ce on request

Fine art, and coins
only

Stol en and recovered
[isting, manual ly indexed
Publ i shes reports bi -

mont hly for |aw enforcenent
agenci es, dealers, and
maj or museuns (plus

1000 addressees).

genBa

No limt on nunber of

entries

Stol en and recovered art
listings, to be
conputeri zed

Publ i shes "I ndex of Stolen
Art" yearly, "Stolen Art
Alert" nmonthly, and

"Art Theft Alert" for mgjor
thefts to 1000 subscribers

Fine art only for NYC

Cust ons

For exported art, manually
i ndexed

Li stings from ot her
or gani zati ons

| nformati on avail abl e
t hrough police

or gani zati ons
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Bookline Alert - M ssing
P. 0. Box 236

Washi ngton, CT 06793
(212) 737-2715

conputerized listings

AB Bookman's Weekly
P. O Box AB
New Jersey 07015

difton,

VRI TE, DO NOT PHONE

nont hl vy,

American Philatelic Society

Stanp Theft Conmttee
P. O Box 2457

Vi enna,

OH 44473

(216) 856- 5895

Ant i ques Mar ket

Jour nal
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Books, rare books,
publ i shed wor ks, and
manuscri pts only

Stol en and recovered books
and manuscri pts ( BAM BAM

| nformati on avail abl e

t hrough a conputer

t el ephone nodem at a one-
time access fee to about
800 subscri bers.

Stol en and recovered itens
listed separately
Publ i shed in the "M ssing
and Stol en Books" colum
"AB Bookman's Weekly" as

reported, about

8000 subscribers for a
nodest fee

St anps only

Stolen itens only, to be

conputeri zed

Publ i shed in "Anerican
Philatelitist" nonthly to

55, 000 subscri bers

Al'l recovery information
requests are shared with
police

Excavat ed ar cheol ogi cal
material wth sone



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 4 Inventory and O her Special Instructions

Boston University docunent ati on
745 Commonweal t h Avenue I Stolen and recovered
Boston, MA 02215 materials, manual |y i ndexed

(617) 353-2357 Publ i shed nmonthly in the
"Journal of Field
Archeol ogy" to about

1600 subscri bers

D.  REPRCDUCTI ONS AND QUTDOCOR EXHI BI TS

1.

Repr oducti ons

Reproductions on exhibit or in nuseum storage should be
accessi oned and cat al oged as nmuseum property. Additional
gui dance on what reproductions are to be consi dered
museum property may be found in the unit's Scope of
Collection Statenent. Exhibition aids (i.e., display
panel s, photographs, diorams, and other display art
produced in connection with the exhibit) generally are
not accessi oned and cat al oged as nmuseum property.

Reproductions used in "living history" interpretative
prograns and denonstrations should not be accessioned and
cat al oged as nuseum property. Such property that is not
consi dered nuseum property shoul d be nanaged according to
standard personal property procedures and shoul d be
clearly marked as a reproduction.

Mat eri al Exhi bited CQutdoors

Movabl e museum property (e.g., cannons, carriages, nhet
reels, drill presses, and threshers) exhibited outdoors,
which is not incorporated into the design of a fixed
nmonunent, shoul d be accessi oned and cat al oged as nuseum
property. Fixed outdoor nonunents are defined as
structures, which are considered real property.

E. CONSUWPTI VE USE OF MUSEUM PROPERTY

Consunptive use is a formof disposition and shoul d be
carefully considered. A primary concern in all uses of
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museum property is the preservation of each object and/or
speci nen and the collection as a whole. Any use that is
likely to damage or hasten the deterioration of nmuseum
property should be avoided. Controlled use of museum
property nmay be authorized. The follow ng points highlight
consi derati ons when usi ng nmuseum property.

1. A wunit's nuseum property collection is acquired in
accordance with the unit's Scope of Collection Statenent,
and i s accessioned, catal oged, maintained, and used in
accordance with guidelines in the Miseum Property
Handbook, Volume | and Volune I1.

2. Bureau prograns using sel ected nmuseum property benefit
the public by fostering an understandi ng and appreciation
of the values reflected in cultural and natural heritage.

3. The nuseum property collection is used in a beneficial
and, as applicable, non-consunptive manner.

4. I n cases where use of a museum object or specinen would
expose it to unacceptable wear, deterioration,
destruction, or the possibility of breakage or theft, an
accurate reproduction should be used if appropriate. In
certain instances, the designated authority may exenpt
I ndi vi dual objects and/or specinmens fromthis requirenent
I f the unit nmanager has submtted an acceptable
justification/inpact statenent. This statenent shoul d
denonstrate that the programin which the nuseum property
Is to be used is for the greater benefit of the public
and wi Il enhance public understandi ng and appreciation of
t he val ues of cultural and natural heritage or contribute
significantly to their preservation or protection.
Further, the statenment should show that use of a
reproduction of the original or use of a reproduction of
a simlar object or specinen would not acconplish the
i nt ended purpose. The statenment fromthe unit should
contain the followi ng sections:

a) Description of the program and the proposed use of
t he obj ect or specinen.
b) Description of the object or specinen to be used and
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a copy of its catal og card.

c) Explanation of relevance of the activity to unit
managemnment needs.

d) Discussion of alternate activities or nmedia which
coul d be used to achieve the same or simlar purpose.

e) Explanation of why it is not feasible to use
reproductions of the nmuseum property or simlar
obj ects or specinens.

f) Measures proposed to mitigate the | oss or physical
damage that m ght occur to the nuseum property. For
exanpl e, a carriage or wagon approved for use in
parades should be included in a unit's cyclic
mai nt enance program

g) Discussion of how the unit wll explain to the public
why the nmuseum property is being used in a
potentially consunptive manner.

Destructive analysis is a legitimate use of nuseum
property collections for approved research purposes when
the inmpact is mnor (e.g., taking a thread fromthe
backi ng surface of a painting for analysis) or when the
obj ect or specinen is common (e.g., a pot sherd used for
dating purposes or a botanical sanple taken for genetic
anal ysis). Approval by the unit manager is required when
the inmpact is mnor or when the object or specinmen is
common. However, if an object or specinen is rare or
significant, destructive analysis should be approved by
t he accountable office. Refer to Chapter 6 of this

Vol une.

No exenption should be granted for use of nuseum property
in activities where such use nmay lead to | oss or
deterioration of museum objects and/ or specinens that are
directly connected wwth or are prine survivors fromthe
unit's historic periods, events, or personalities; or are
type speci nens or one of a kind natural history

speci nens; or renmain of scientific interest. The
justification statenment should certify that the nuseum
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property requested for exenption do not neet the above
criteria.

An exenption may be granted for professional scientific
anal ysis that will damage, deteriorate, or destroy all or
portions of any nuseum obj ects and/ or specinmens, except
natural history nane-bearing type specinens, if that

anal ysis is based on a professional research design that
clearly docunents the scientific need for the use of such
t echni ques.

7. No exenption should be granted for use of museum property
where such use may lead to | oss or destruction of human
remai ns, associ ated funerary objects, sacred objects, or
objects of cultural patrinony, as defined by the Native
American Graves Protection and Repatriation Act, unless
such use is approved by the affiliated cul tural group.
Bureaus may specifically prohibit exhibit of skeletal or
munmi fi ed human remains or photos or replicas of them

8. Reproductions used in place of original nmuseum property
nmust be marked as such especially if retained in the
museum property collection. They are accounted for as
described in this Handbook.

9. The requirenent to request an exenption for use of
original objects applies only to objects that are in
bureau ownership or custody.

10. Bureau personnel should use only reproduction weapons in
firing denonstrations; no waivers for use of original
museum firearns shoul d be granted.

F. COVPLETI NG THE MUSEUM PRCPERTY SURVEY
The Museum Property Survey docunents the types and nunbers of
nmuseum obj ects and/ or specinens held by a bureau, their
| ocations, and their general status, and assesses the status
of their docunentation and accountability (411 DM 3. 3B)
Each unit in the Departnent conpleted a Miseum Property
Survey in Decenber 1991. This survey provided baseline data
agai nst whi ch changes in the nuseum property collection may
Rel ease Dat e: 4:17
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be measured. The bureau will nake an annual call for
updating the survey. Each unit will provide, at a m ninmm
the following information for the fiscal year being reported.
This data will then be summari zed by the bureau and submtted
to the Departnent by June 30 following the fiscal year

report ed.

1. nunber of accessions and accession types;

2. nunber of objects and/or specinens acquired;

3. nunber of objects and/or specinens catal oged, by
discipline (i.e., archeology, Native American
[ et hnographic], artwork, historic objects, historical
and/ or pal eont ol ogy, geol ogy, and environnental sanples),;

4. nunber of incom ng and outgoing | oans and total nunber of
obj ects and/ or specinens in each category;

5. nunber of deaccession transactions (regardless of val ue)
and the total nunmber of objects and/or specinens
deaccessi oned by di sci pline;

6. nunber of historical firearns acquired,

7. nunber of itens receiving conservation treatnent;

8. nunber of objects and/or specinens to be catal oged, by
discipline, for all years (backl og);

9. nunber of objects and/or specinens catal oged, by
di scipline, for all years; and

10. total nunber of objects and/or specinens in the
col | ection.
G FI GURES
Li st of Figures

Figure 4.1a |Inventory of Miuseum Property
Figure 4.1b Inventory of Museum Property (Conti nued)
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Figure 4.2a |Inventory of Museum Property (Accessions)

Figure 4.2b Inventory of Museum Property (Accessions)
(Cont i nued)

Figure 4.3a Sanple Sizes for Annual Collection Inventory

Figure 4.3b Sanple Sizes for Annual Collection Inventory
(Cont i nued)

Figure 4.4 Report of Survey (Form DI -103)

Figure 4.5 bj ect and/ or Speci nen Tenporary Renoval Slip

Figure 4.6a Miseum Property Survey

Figure 4.6b Miuseum Property Survey (Conti nued)
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Figure 4.1a |Inventory of Miuseum Property
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Figure 4.1b Inventory of Museum Property (Continued)
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Figure 4.2a |Inventory of Museum Property (Accessions)
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Figure 4.2b |Inventory of Museum Property (Accessions)
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Table 1
Sanpl e Size for Annual Collection Inventory
(For Random Sanpl es Only)
Expected Rate of Occurrence Not Over 5%

Confi dence Level 95%

Last Record Number Used* Sample size for Precision of + 3%
1-249 100% inventory required
250 112
300 121
350 129
400 135
450 140
500 144
550 148
600 152
650 155
700 157
750 160
800 162
850 164
900 166
950 167
1,000 169
1,100 171
1,200 174
1,300 176
1,400 177
1,500 179
1,600 180
1,700 181
1,750 182
1,800 182
1,850 183
1,900 183
1,950 184
2,000 184
2,100 185
2,200 186
2,300 186

* [fthe last record number used is between the numbers listed, use the next highest number. Forthe Inventory of Museum
Property (Random Sample) the "record number" is the catalog number. For the Inventory of Museum Property (Accessions)
the "record number" is the accession number.

** These numbers were provided by the Department of the Interior Office of the Inspector General.
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Figure 4.3a Sanple Sizes for Annual Collection Inventory
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Table 1 (Con't.)
Sanpl e Size for Annual Collection Inventory
(For Random Sanpl es Only)
Expected Rate of Occurrence Not Over 5%

Confi dence Level 95%

Last Record Number Used* Sample size for Precision of + 3%
2,400 187
2,500 188
2,600 188
2,700 189
2,800 189
2,900 190
3,100 190
3,300 191
3,500 192
3,700 192
3,900 193
4,000 193
4,500 194
4,700 194
5,000 195
5,500 196
6,000 196
6,500 197
7,500 197
8,000 198
9,000 198
9,500 199
11,500 199
13,000 200
16,500 200
19,000 201
30,000 201
32,000 202

100,000 202
150,000 203
500,000 203
20,000,000 203

* Ifthe last record number used is between the numbers listed, use the next highest number. Forthe Inventory of Museum
Property (Random Sample) the "record number" is the catalog number. For the Inventory of Museum Property (Accessions)
the "record number" is the accession number.

Figure 4.3b Sanple Sizes for Annual Collection Inventory
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(Conti nued)
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Figure 4.4 Report of Survey (Form D -103)
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SAMPLE
OBJECT AND/OR SPECIMEN TEMPORARY REMOVAL SLIP

Catalog Number

Object or Specimen Name:

Permanent Location:

Purpose of Removal:

Temporary Location:

Removed by:

Date Removed:
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Figure 4.5 bj ect and/ or Speci nen Tenporary Renoval Slip
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Figure 4.6a Miuseum Property Survey
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